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- .  

G. J. Nichols P. 0. Box 2406 

- .  * - .. .I 

This is a computer printout of the Annual Wage Summary showing: Employee No., Name, 
Gross,  Federal  Withholding tax, State vithholding tax, FICA tax, Metro. Retirement, 
R. R. Ret., and a record of the Year to Date of Vacation and Sick Leave (total). 
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16. Does t h e  series contain. c l a s s i f i e d  information requi r ing  secur i ty  h a n d i n g ? '  . I1 N 

. 
13. Is t h i s  the  Record Copy pf t h e  s e r i e s ?  

4 '  ' ' 

14.  Is there  a du l i c a t i o n  of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? , 
The data is 

See Item 20-21 

uplicdted on IBM - 4 cards. $ 
15. Is the  information contained i n  ' th i s '  series ever sumiarized o r  published? 

17. Does t h e  s e r i e s  document po l i c i e s  and procedures o f  agency's operation  or ' fupction? [ ] w 
2 .  . -  - .~ .. . .  

. .  ~ 

18. Could t h e  .function be pe r fomed . i f  he e r e  l o s t  o r  destroye Is r'l 

20. Does the  record s e r i e s  pdovide data as input t o  an  EDP f i l e ?  

21. Doe . the  record s .r'eq con a in  d o c y e n t a t i o b g w i  as 22. P ;F r in tou t?  

By checlung with all agencies invo 1 ve P%?e?ile could be restore% 
19. Is the  s e r i e s  ( o r  major port ion of i t )  regu1,arly microfilmed? If yes ,  why? [ I  w 

11 w 
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. 1 ,  , .~ . <  
~ E i s  is a conso f d  1 ation o 1 informa ion rn 

22. Is the  series af fec ted  by Federal o r  grant  funds? 
car he 4 cards are 

, . destroyed subsequent to [ ] . .  .~ _ _ ~  - -  _ _  
creakion of these' files. . .  

years .froin n w ? ~  ' I f  y s what? El w 
-ae-K&r*B. -I ~ ,- : -- -. - . . - .  . .  . ~. . .  . _ _  - . .. .- . - . ,  

I ,  24. REQUIREMNTS. The following requi res  the  f i l e s  t o  be kept ... 3 . years: .  . .  
. .  

a. [ ]&ATE .. b. [ ISTATWE OF . . ,  c .-&UDIT . d. [ ]FEDERAL - ' e  . BADMINISTRATIVE _. . '- f . []HISTORICAL 
' - -~ VALUE'. 

. 

. .~ 
LIMTTATION . PERIOD -' LAW . - D E C T S I O N  

(Cite Law, Statute ,  .-br-other reason -for the=retenti& requirkmentl . - ._ . . LAW 

. .  . .  ,~ - .  - - .  I ^ ~ ~  _ _  . .  
. .  

, . . . .  . - - ~. . . .. . - 
_I____ _-__-__ 

25. AGENCY RECOMFlENDATIONS. This agency recommends t h a t  t h e  f i l e  s e r i e s  be cu t  of f  at the  end 
of each -[RALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

until audit by Arthur Andersen and State Auditor 
. -  

A. []Destroy immediately a f t e r  cut of f .  
. ; ~ . W ~ o i d  i n   current f i l e s  grea 1 , then': 

- . .  , . .  
, .  . , 

A . . . .  , < "  

' 2 WTransfer td.rmm&ixmii&acx-hold 2 - ,yeads)  , then: . .  . 
Destroy . 

_ -  - L -_- _. 

3 [ I ~ e s t r o y  after a u d i t  ( o r  _year (s )  a f t e r  audit). 
C. []Hold i n  current  f i les  area  inde f in i t e ly .  

E. []Other 
D. []Hold i n  current  f i les area  y e a r ( s )  , then t r a n s f e r  t o  Archives permanently. 

(Indicate briefly r a t i o n a k  for recornendations above/or wri t e  additional remarks) : 

I n  P a r a g r a p h  2 5  

Kecommendation.s 
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